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WHAT'S NEW IN READING
DORRIS C. MICHALSKE, Cleveland, Ohio
BUSINESS LETTERS THAT CLICK, 
compiled by the editors and contributors 
of Printers’ Ink (Funk & Wagnalls Co. in 
association with Printers’ Ink Publishing 
Co., Inc., New York, 1948.)
The whole process of selling by mail has 
been undergoing refinement. It is becoming 
an art necessary for executives to master, 
whether they are involved in selling goods 
or services or ideas.
The theme of “Business Letters That 
Click” is that rules alone do not produce 
effective business letters; timing and a 
sincere tone are of greater importance. 
Thus, the book does not contain lists of 
rules and formulas, nor does it dwell to any 
great extent on the grammatical aspect of 
letters. It does present for study and analy­
sis, however, letters actually used in busi­
ness that were proven highly successful in 
attaining the writer’s objective. Included 
among these is a series of “Architectural 
Love Letters” that boldly break many of 
the basic rules found in texts on letter 
writing, but that brought the product of 
the firm to the attention of prospective 
buyers as nothing else had been able to do.
Although the emphasis is on sales letters, 
credit, collection, adjustment, and other 
types are also considered. Chapters on fin­
ishing touches, stationery, signatures, and 
a section on how to dictate—from the ste­
nographer’s point of view—provide helpful 
suggestions for everyone. The book is in­
dexed for quick reference.
A PRESIDENT IS MANY MEN, by 
Merriman Smith. (Harper & Brothers, 
New York, 1948. 269 pages.)
The executive branch of our government 
has grown in a few years from a small 
group of clerks to a gigantic organization. 
When Theodore Roosevelt entered the 
White House in 1901, he had a staff of only 
forty persons. And this staff included not 
only the servants of the mansion, but all 
of his secretaries, aides, and clerks as well. 
The American President of today has a 
staff of over five hundred persons in the 
White House.
The job of the modern President has 
become so complex and burdensome, and 
the duties and responsibilities so diverse, 
that he must surround himself with men 
capable of analyzing the mountains of in­
formation coming into the government and 
experts to advise him on new developments. 
Thus, the President should be regarded, 
not as an individual, but as many men.
Merriman Smith, who has been with the 
United Press in Washington during the 
Roosevelt and Truman administrations, 
tells, in his book, the story of these impor­
tant and interesting men and women who 
surround the President. Many of them are 
complete strangers to the taxpayer, such as 
John Mays, one of those who remains in 
his job from one administration to another. 
He has been the White House doorman for 
forty years—and is also the Presidential 
barber.
STANDARDIZED AUDIT WORKING 
PAPERS, by Frederick Staples, C. P. A. 
(The Counting House Publishing Co., Mil­
waukee, Wis., 1947. 272 pages. $4.50.)
In this book the author, a practicing pub­
lic accountant, presents the case for stand­
ardized working papers and reproduces a 
set of them, completely filled out, together 
with the final report prepared therefrom.
The standardized papers are printed 
forms which may be purchased from the 
publisher. They are well devised to assure 
that the necessary audit procedures are 
followed and the necessary information ob­
tained. Designed for audits of medium­
sized companies, they are quite flexible in 
application and include the various requests 
for confirmation from outsiders and for 
certificates to be furnished by the client. 
The book also contains a chapter which 
delineates the general instructions usually 
contained in the manual of procedure furn­
ished by most accountants to staff members.
Those who claim that standardized forms 
stifle the accountant’s initiative will never­
theless be impressed by the safeguards 
against incomplete work which this well- 
integrated plan provides. The book should 
be of inestimable value to the student who 
does not ordinarily see complete working 
papers and to the experienced practitioner, 
who will find in it many ideas for improving 
his own procedure.
Do not try to save the world by loving thy 
neighbor; it will only make him nervous. 
Save the world by respecting thy neighbor’s 
rights under law and insisting that he 
respects yours (under the same law). In 
short, save the world.—From E. B. White’s 
“The Wild Flag” (1946).
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